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INTRODUCTION 


The Office Practice Course covers all the functions of the Olivetti 
Logos 40/42 electronic printing calculators and shows how they can 
be applied to a variety of business calculations. 


The Practice and Review Exercises will allow you to measure the 
progress of each student. For answers, students may use iined paper 
or the sample answer sheet at the end of the book which can be re- 
produced. 


After completion of the exercises, the calculator tape for each 
problem should be handed in together with the answer sheet. 


To help you check the students' tapes, copies for each set of exer- 
cises are also included in this book. You can very easily compare 
the students' tapes against the copies provided. 


The required. answers are highlighted with a '@'. 
At the end of each five lessons in the course, there is a test cover- 


ing the material in that section. The Final Test covers the entire 
course. 
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TEST 1 - LESSONS 1 TO 5 
Part 1 
1. Fingers should be poised above the home row. 
2. ۲۵۲ 1۲ 14! 1:7! (Index Finger) 
'OO! 121 215! 181 (Middle Finger) 
"31 6۲ 191 (Ring Finger) 
3. To print the contents of the register without clearing it. 


4. To clear an incorrect entry from the keyboard. 


5. Depress the 'Minus' key to subtract the erroneous figure from 
the register. 


6. For addition of Dollars and Cents without entering the 
decimal point. 


7. A Credit Balance prints in red preceded by a minus sign. 
8. 'Minus and Negative Equals" key. 
9. Once. 


10. By checking the tape against the written problem. 


1.(A) 5,972.88 | 4.(A) 365.21 ST |5.(A) 588.00 - 
(B) 8,246.70 


2.(A) 213.67 | (B) 1,616.45 ST | 3 97 
6. 3,421.61 
( | 


(B) 884.86 | 1,743.34 ፳፲ 
(ር) 39.622 3 
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TEST 2 - LESSONS 6 TO 10 


Part I 


l. 


2. 


Part II 


(B) 1,320.44 u | oa | > 


The Divisor, which is the second factor. 


When the ‘Round Off: switch is 'ON', the last digit in the 
answer is rounded up if the next digit after the decimal wheel 
setting is '5' or more. 


Adding several columns vertically and horizontally to check 
that the grand totals agree. 


The ‘Multiplication! key and the 'Percentage' key. 


A deduction from an original amount, usually expressed as a 
percentage. 


. The automatic percentage key. 


END EE AS TS 


138. | 314.64 


2,582.99 


2, ee .2 | (c) me o 


113.52 


TEST 3 - LESSONS 11 TO 15 


Part I | 
1. Multiplying 'Quantity' times 'Price' for each item. 


2. The Accumulator switch and the Grand Total Register 


3. Divide the total of the extensions by the total quantity of 
items. 


4. Divide 1975 sales by 1974 sales. 


5. Current Amount = Previous Amount 
Previous Amount 


6. A decrease prints preceded by a minus sign. 


የ 2:7 a SER SE 


Part II 


1. 7,182.20 T.inv. | 5.(A) 1,520 | 


30.45% 


3.(A) - 7.21% 
(5) 31.65% 
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FINAL. TEST 


Part I 


1. 


2. 


To identify the home row when using the touch method of 
operation. 


Addition 
Subtraction 


To record reference numbers on the tape, without the number 
being included in the calculation. 


(A) '8' ‘00! 

(B) 11! 100! 192º 
(C) 151 

Divisor. 


Once. 


‘Current Month’! figure divided by "Previous Month' figure, 
and the result subtracted from '1'. 


Total all the amounts, and divide each amount by the total. 
(Multiply by '100! to find the percentage). 


Distribution. 


cipal X Rate X Time 
360 or 365 


1.00 | 
2,721.72 | Straight Time $250.00 


| Overtime 


2,490.00 
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